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Conventionally 


Yours..... 


By GLADyYs B. MARTIN 


National Convention Chairman 





Did you have a Happy New Year? Did you make lots 
of nice new resolutions? Did you realize that there are only 
188 days until HOUSTON? I hope that you did all three, 
and that one of your best New Year resolutions was to put 
HOUSTON CONVENTION down on your 1951 calendar 
as a MUST! 


Did you get the date right? JULY 18-19-20-21, with 
registrations starting on July 18. 


Did you get the Convention Headquarters right? I am 
sure that you did, for you couldn’t forget that the fabulous 
SHAMROCK HOTEL is to be Convention Headquarters 
this year. 


Have you asked “the boss” to permit you to have your 
vacation in July this year so that you may attend this won- 
derful meeting and so that you will have time to plan 
other tours which you have promised yourself for so long? 
Don’t forget to do this, for we are making some wonderful 
plans for your complete enjoyment, and shall try soon to 
have a list of other wonderful spots for your remaining 
vacation days after HOUSTON. 


The Houston girls tell me that they are planning a 
“Shamburger” on the Aquatic Terrace, which is only a 
splash away from that giant outdoor Shamrock swimming 
pool. You may bring your best looking swim suit if you 
wish to lounge and lunch on this beautiful terrace after a 
dip in the blue, blue water of this famous pool. This pool 
will be at your disposal at all times. 


START PLANNING FOR THE HOUSTON CON- 
VENTION NOW — it’s only a few tomorrows away! 
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Dear Members of National Secretaries Association: 


Looking to the future is a custom or a habit in America. 
We live easily and face the future without fear. This heri- 
tage has come to us through the superior wisdom and untir- 
ing efforts of such statesmen as Messrs. Washington and 
Lincoln whose birthdays we celebrate this month. 

Since we became an independent Nation 175 years ago 
we have been constantly progressing. By virtue of the laws 
of our country we enjoy freedom; freedom of speech; free- 
dom to worship God in our own way; freedom from want 
and freedom from fear. We have become so accustomed to 
material comforts that we take them for granted. If we 
analyze the situation, look for reasons why this Nation 
rates the present high standard of living, we see it is not due 
entirely to material resources; but that much has come 
about because of the character traits of people, their develop- 
ment of these resources and their fervent desire to be free 
and independent. 

We have recently, however, come face to face with the 
fact that this progress is not all that is to be desired. We 
have learned much of material things and their manipu- 
lation; but we have gained little, if any, control over human 
behavior. 

One of the most valuable assets of an individual is an 
honest desire for worthy achievement. Enduring satisfactions 
of life do not come from material wealth, from less work 
and more pay, or from getting something for nothing; but 
rather from individual achievement. The growth of this 
country has been made possible through hidden assets within 
the hearts and minds of men and women dedicated to 
worthy ends. Society as a whole is no better than the quality 
of its individual parts. We need to regain some of the deter- 
mination, willingness to work and devotion to high ideals 
which our forefathers possessed. 

It may be human nature to think with longing of 
rosier periods of the past when life seemed less complex 
and more secure. Yet history indicates complexity has always 
been with us, and there never has been security except that 
which the individual builds in his own soul. There are those 
who speak slightingly of it, but there never has been such 
a stimulating, challenging, exciting time to be alive. We 
have come into new eras of freedom, and are limited only 
by what we choose to put into our lives. The world’s days 
are only as evil as we let them be, and the looks of the 
world are conditioned by individual vision. The best times 
are those times that require the most of us. 

We should keep before us the thought that, “Science 
dominated by the spirit of religion is the key to progress 
and the hope of the future.” 

Let us live up to our Heritage. 


Sincerely yours, 






Elizabeth R. Scott 
National President. 
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COVER STORY 


February spotlights our “government 
girl,” and rightfully so in this month of 
famous birthdays. She is doing an excel- 
lent job for her boss and rendering an 
actual service to her country. Not only 
do we hail the girls working in Wash- 
ington, D. C., but the many located all 
over the United States, employed by city, 
county, and state government as well as 
by the federal government. 
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institute for certifying professional secretaries 


By Dr. IRENE PLACE 
Acting Dean of Institute 


Dear Members of NSA: 


An all-day meeting, the first of the Institute for Certify- 
ing Professional Secretaries, was held in Cleveland, Ohio, 
December 27, 1950 at the Hotel Cleveland. All members 
but two were present at least part of the time. The follow- 
ing structure for developing and administering a twelve- 
hour certification examination for secretaries throughout the 
United States was developed: 


1. To qualify for the examination, the secretary must be 
at least 21 years of age and 


a. If not a high school graduate, must have had at 
least seven years of secretarial experience. 


b. Ifa graduate of a secretarial training program in a 
high school, business school, or junior college, must 
have had at least four years of secretarial experi- 
ence. 


c. If a graduate of a four-year college or university, 
plus secretarial training, must have had at least 
three years of secretarial experience. 


Names of three individuals who may be consulted 
about the nature of the work experience must be submitted. 
This is to include the name of the present employer. 


2. Application for examination is to be made to the 

Committee on Qualifications, chaired by Miss Dorothy 
Bentley, 611 West Ottawa Street, Lansing 15, Mich., 
and will be accepted between April 15 and July 1, 
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1951. The application is to be accompanied by a pro- 
cessing fee of $5. An additional $25 is to be paid at 
the time the examination is taken. 


The first nation-wide examination will be given on 
Friday and Saturday, August 17-18, 1951, nine to 
twelve and one to four both days. Subsequent exam- 
inations will be given once a year. 


Members of the National Secretaries Association 
are to determine the number and location of examina- 
tion centers for each district. An Association Commit- 
tee is working on this now and information will be 
released as soon as available. 


The examination will cover six areas chosen as a result 
of studies of duties performed by secretaries of all 
types throughout the country. 


a. Skill in stenography, to include grammar, spelling, 
and ability to COMPpOSE.........cccccrccscncsnenenstnene 3 hours 
The examinee may bring her own typewriter. 
Machine shorthand such as the Stenograph will be 
accepted. Dictation will be standardized through 
recordings that will be distributed to examination 


centers. 
b. Secretarial accounting ..0....0...ccccccenuennnnd HOULS 


c. General secretarial and office practices (includes 


| REL NE © Ne MERON ER Patcaee Prete tes 2 hours 
d. General principles of business administration (to 
include principles of economics ).......................1 hour 
AAA TNT aoc ccssssccoscscuasinsnnynbncectecesecsaseansnssscaceerie Oe 


f. Personal qualifications: ability to meet personal 
relations situations and to work with others. This 
section will probably contain a stardardized per- 
sonality inventory and endeavor to measure such 
abstractions as judgment and imagination since 
such elements are considered to be very important 
attributes of the successful top-level secretary 

sisted) MOUES 


Next month’s open letter will be devoted to suggestions 
for preparing for the examination; at least, the first five 
parts. It is questionable whether much preparation can be 
made for part six. 


5. 


10. 





The examination to be given in August, must of 
course, be validated. This will be done through the 
cooperation of NSA chapters in Michigan this April. 
The examination will be given at five centers to 
about two hundred. It will be taken anonymously, 
without cost to the examinee, and will not result in 
certification. 


Correction of all examinations will be handled through 
a Committee on Certification, chaired by the Dean of 
the Institute. Individual sections of the examination 
will be checked and graded through the cooperation 
of universities at which Institute members are located. 


The Committee on Certification will then judge 
the results of the examinations and issue certificates. 
The certificate will be a folder-type document accom- 
panied by a card that may be carried in a billfold. 


If any section of the examination is failed, it may be 
retaken two more times; $5 will be charged for each 
retaken. 


Whereas it was felt that publicity for the CPS is the 
responsibility of each and every chapter of the National 
Secretaries Association, a Publicity Committee was ap- 
pointed with Dr. Estelle Popham, Hunter College, 
New York, New York as the Institute representative. 
The function of this Committee is primarily advisory 
to NSA Chapter publicity releases. 


A Finance Committee was created with Mr. S. L. 


Hooper as chairman. Mr. Hooper is an Institute rep- 
resentative from business. 


A variety of titles for the examination program was 
considered. The CPS (Certified Professional Secre- 
tary) was retained. 

The present membership of the Institute, including 
Mrs. Place as Dean, will probably be retained until 
January, 1952 at which new membership will be con- 
sidered. 


The next meeting of the Institute is planned for 
September, 1951, Chicago. 
Cordially yours, 


IRENE PLACE 
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Bcauty... 


good business practice everywhere 


By JOHN ROBERT POWERS 


What is beauty? After flipping the pages of your favor- 
ite fashion magazine, are you convinced the models of this 
world hold exclusive patent rights? If so, yours is a false 
assumption, as the famous Powers Girl pictured above will 
tell you. She knows that beauty is not a matter of nature's 
bounty, but a routine of good grooming faithfully adhered 
to, of cosmetics cleverly applied. In this age of busy career 
women, Plain Jane has become an anachronism, relegated 
to a mere figure of speech by today’s beauty knowledge. 


The greatest authority on which to rest the case for 
universal beauty is John Robert Powers, the man who 
created the Powers Girls and made them the toast of a 
nation. “There is no such thing as an unattractive woman,” 
he says without quibble or qualification. 

BEAUTY AU NATUREL _ 


How should you look in your role of good right arm 
to an important executive? Like an exotic flower blooming 
among the filing cabinets? No. Like Grant Wood’s American 
Gothic in the secretarial idiom? Certainly not. Rather, you 
should look your own natural self! Frankly, freshly radiant 
as to face . . . neatly, trimly contained as to figure... in 
clothes that are good fashions not fads. Above all, be your- 
self, not a carbon copy of someone else. 


In daily practice, how do you achieve this natural 
radiance that has made a shining lodestar of every Powers 
Girl? These are the seven golden rules as laid down by 
John Robert Powers. They're as successful behind the type- 
writer as they are before the camera. 


1. YOuR FACE IS YOUR FORTUNE. The day of the 
enameled doll is over, gone the spurious pancake mask. 


In its place . . . radiantly natural beauty! John Robert 
Powers believes this so thoroughly, he created his own fluid 
cosmetics, liquids so magically fresh and young, the Powers 
Girls call them their fountain of youth. They were the 
inevitable result of Powers’ belief in the beauty of being 
yourself. No cake make-up can achieve the flow-together 
radiance that makes these fluids natural as a blush. Fluid 
foundation, fluid rouge, fluid eyeshadow . . . they take their 
cue from YOU, are perfectly matched to your coloring. It’s 
this look of natural radiance that you want to wear from 
nine till five. 

When you come to the end of your busy day, devote a 
few quick minutes before bed to your complexion. Like you, 
the Powers Girls want their skin care to be thorough but 
fast. Probably the most amazing complexion aids in a 
decade are the four fluids John Robert Powers created as 
beauty companions to his fluid cosmetics. Fluid Cleanser, 
Fluid Freshener, Eleven Oils and . . . most fabulous of all 
. . . Fluid Gold. In the depths of these four magic liquids 
lie the secrets of a Powers Girl complexion. As every good 
business woman knows, a model complexion is worth work- 
ing for just a few minutes every night. 

2. BE ALONG HAIR... OR SHORT. In hair styling, Mr. 
Powers applies the same rule of thumb. Choose a simple, 
natural coif that bespeaks you. At present, tresses are 
lengthening. The smooth page boy, the classic chignon, are 
proper office procedure, but if the short, clipped bob does 
most for you, by all means wear it. 

3. ARE YOU FIGURING RIGHT? Your bust and hips 
should measure the same, your waist ten inches smaller. 

(Continued on page eight) 











Typing all day is easy and effortless when you have an IBM 
Electric. All you do is “touch” the keys—the typewriter does the 
work, At five o’clock you'll still feel fresh and free from fatigue. 

You'll like all the energy-saving features of the IBM Electric, 
its simple operation, its perfect impressions, its modern styling. 
You'll like having the world’s finest typewriter for your own. 


Electric Typewtitas 


INTERNATIONAL BUSINESS MACHINES CORPORATION 











eeeeeovoeeeeeeeeeeeeeeeeeeee 
{BM, Dept. G-1 
590 Madison Ave., New York 22, N.Y. 


I’d like to see a demonstration of the 
IBM Electric Typewriter. 


[| Please send brochure. 





Name (please print) 





Company 





Address 
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Keep a close supervisory watch on your weight. To reduce, 
cut 500 calories from your average daily diet. It’s good 
business to stick to about 1500 calories a day. And exercise 
whether your weight lies on the debit or credit side of the 


ledger. 


4. WALKING, SITTING, STANDING. When you step out 
from behind the desk, remember that your walk is part of 
your appearance. The Powers Girls are taught to point their 
feet directly forward in parallel lines. You'll find it puts 
your legs in their most flattering light. Keep your stride the 
length of your foot. Ease into a chair. When seated, you'll 
look your most graceful with one foot forward, heel at the 
instep of the foot in back. In ballet it’s known as third 
position. On your feet, assume the same position with your 
weight on the back foot. It’s the stand every model takes. 


5. FASHIONS THAT ARE YOURS TRULY. John Robert 
Powers says, “Choose from fashion only what is best for 
you.” A wardrobe of suits is good office equipment, varied 
by an occasional basic dress. In making your selections, 
never be a rubber stamp to current fads. If your shoulders 
are narrow, padding will help them catch up with your 
hips. If your bustline is too ample, foreswear all frills and 
pleats. Don’t let the jacket of a suit cut you where your 
hips are heaviest. Should you rise no higher than five feet 
five, leave the hugely pocketed suit, the oversized hat and 
handbag to those who tower. 


6. How’s YOUR TELEPHONE VOICE? What picture 
does the telephone paint of you when you say, “Mr. Smith's 
office?” John Robert Powers believes that the sound of you 
should be as lovely as the sight of you. Like the Powers 
Girls, make a practice of breathing from the diaphragm to 
develop tone and volume. They are taught to articulate 
distinctly with the lips, tongue and jaw. Important to every 
voice is variety of tonal expression. Learn to work for a 
rising inflection. You can correct a flat, nasal twang with 
lower-pitched resonance. 


7. Now, THE INNER YOU. In his twenty-five years of 
teaching women these seven lovely arts, John Robert Powers 
always stresses this final golden rule. Beauty must be more 
than skin deep. Learn the knack of a ready laugh, a sprightly 
humor. It’s always good public relations to be interested in 
the people around you. Keep your mind well polished with 
some reading, some music and some gay times. Learn to 
make the inner you match the natural radiance of the outer 
you, and watch your stock rise. 


Above all, remember that beauty is not just for nature’s 
chosen few. John Robert Powers gives you the rules... 
seven simple tried and truisms . . . and he gives you the 
tools . . . radiant beauty fluids that have transformed just 
average girls into Powers Girls. Make them an exciting 
new avocation, and your public will agree, “There is no 
such thing as an unattractive woman!” 
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New 





equipment 


This new “Stap- 
lex” is entirely 
automatic, freeing 
both hands for 
the work. Feeds 
as fast as the user 
wishes. Stapling 
depth on the work 
is adjusted by 
turning a knob, 
and reloading is 
done from the 
front. The entire 
: me 4 hanism 
‘ ‘ weighs only 1244 
iii pounds and can 
easily be trans- 
ported from one desk to another. A bulletin from the Staplex 
Company, 30 Church Street, New York 7, N. Y. gives addi- 
tional information. 





MAGIC CARBON PAPER 


Available in different ink finishes for either manually operated 
or electric typewriters is Standard Manifold’s new Magic Car- 
bon Paper which is guaranteed to eliminate roller-marking on 
carbon copies. It has been a particular boon to legal secretaries 
who make numerous carbons on fine white paper. A special 
ink formula makes possible non-smudging erasures. Samples 
may be had from Standard Manifold Company, 333 West Lake 
Street, Chicago 6, Illinois. 


The secret behind 
this amazing new 
typewriter ribbon 
called Del-e-type 
is that typing er- 
rors may be made 
to vanish com- 
pletely with the 
use of a liquid 
eradicator. Ittakes 
only a second or 
two and leaves 
the paper crystal 
clear. Comes in 
all colors for all 
standard makes of 
typewriters in- 
cluding electric typewriters as well and costs no more than 
ordinary ribbons. The oy EE is Aetna Products Com- 
pany, 202 East 44th Street, N. Y., 





Additional information on items appearing on these pages may be had by 
writing directly to manufacturer or to the company in care of THE 
SECRETARY, 610 Wood Street, Pittsburgh 22, Pennsylvania. When writing 
directly to the manufacturer please mention THE SECRETARY. 
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In 1947, when the Gray Manufacturing Company in- 
troduced the Gray Audograph, the firm realized that the 
success of this dictation device would depend to a large 
extent on the opinions of the secretaries and stenographers 
using it. 

Traditionally, secretaries were not over-enthusiastic 
about dictation machines, feeling that they were cumber- 
some and made work less interesting. Gray felt that the 
compact, attractive Audograph had as much to offer the 
secretary as it did her employer. Certainly, she was as 
interested in turning out a heavy volume of work, and in 
having time left to devote to the multitude of tanglible and 
intangible jobs which her employer turned over to her. The 
company felt, too, that most secretaries were anxious to 
become assistants to their employers, and would welcome 
the time to do additional work which would make them 
more valuable—and capable of earning a higher salary! 

Thus, the whole approach of Gray has been to demon- 
strate the Audograph to the secretary—or secretaries—who 
will be using it, as well as to employers or purchasing agents. 
They have carried this idea over into their advertising, 
stressing the time-saving features of the Audograph, and 
pointing out that the machine can make a typist a private 
secretary. 

Recently, Gray decided to check the results of this 
approach. They made a survey of a group of secretaries who 
have been using the Audograph regularly. They wanted to 
find out two things: 

Were you prejudiced against the Audograph before it 
was installed? 

Do you favor its continued use? 

The answers were most encouraging. Over 91% of 
those questioned said that they had approved the purchase 
of the Audograph and had been anxious to use it. Contrary 









_checks 


with the 
secretaries 


to widespread belief, many girls do not particularly enjoy 
taking shorthand and prefer using dictating machines. 
Among the advantages are the fact that the machine can 
be used at a constant and convenient rate of speed, and 
that no time is lost due to telephone interruptions during 
the dictation session. 

After a minimum of three months’ use, all the secre- 
taries checked stated that they were in favor of the Audo- 
graph. About 40% said it was ‘even better’ than they had 
expected. 

Next, Gray asked if they found their volume of work 
up since the installation of the Audograph. Here 80% 
said that their volume had increased—by 30% to 100%. 
Many mentioned that overtime had sharply decreased or 
completely disappeared. 

Thirty-four per cent advised that they now had time to 
assume additional responsibilities for their employers. And 
58% felt that the use of the Audograph and the time it 
saved made them more valuable to their firms. In answer 
to the question, “Do you enjoy your work more now?” 
60% reported that they did—with almost all of the balance 
stating that they had always enjoyed their work very much, 
but now found it less hectic. 

Attitude is an intangible thing. However, most secre- 
taries are keenly aware of their attitude toward their work 
and their employer—and his attitude towards them. An- 
swers to the question, “Has your attitude toward your work 
changed?” cannot be tabulated mathematically, but most 
replies were along the line of “I can plan my work better,” 
and “I do not go home at night worrying about the work 
that I left for the morning.” 

When Gray asked, “Do you feel you have lost contact 
with your employer because of his use of the Audograph?” 

(Continued on page twelve) 
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SECRETARY 
of the month 


Administrative Secretary to the Director of Public Rela- 
tions, Douglas Aircraft Company, Santa Monica, California 
is the present title belonging to Gladys Valeria Bauer. Mrs. 
Bauer's position calls for constant contact with most of the 
administrative employees of the company. Through the 
office of her boss, Mr. A. M. Rochlen, are processed a variety 
of problems and projects many of which include confiden- 
tial matters assigned to him and coordination of company 
policy procedures when they involve relationships with 
public officials or contacts with the public. 


There is indeed sufficient evidence to support the state- 
ment Gladys made, “My one and only love—NSA, takes up 
all my spare time.” She has held the following appointments: 
1948 Publicity Chairman; 1949 Corresponding Secretary; 
1950 Inter-Chapter Council Representative of Santa Monica 
Chapter; also member of the board and active on member- 
ship committee, chairman of the Float Committee for entry 
in 75th Anniversary parade in Santa Monica in 1950, 
which won first prize of its division; 1949-50 Chairman of 
the National Nominating Committee; 1949 Santa Monica 
Chapter delegate to the National Convention in Chicago; 
1950 Member of the Board of Trustees for Certifying Pro- 
fessional Secretaries. 


Mrs. Bauer was born September 18, 1899 on a farm neat 
Greenville, Ohio. She attended Holy Trinity Business Col- 








‘ 
: lege in Middletown, Ohio; took language classes at night 
y school in subsequent years; and, studied violin for six years. 
' ee ee ee sat 
, She has been happily married to Fred W. Bauer since May 
y 28, 1932. 
, 
dates to remember | 
‘ 
s 
4 
FEBRUARY, 1951 MARCH, 1951 
nee. Regional Northwestern Regional New York iY Meeting i Meeting 
- . - - Apri 
Sedgefield Inn Brown Palace Hotel Hotel New Yorker Youngstown, Ohio 
Greensboro, North Carolina Denver, Colorado New York City 
New ee” ead Pennsylvania State Meeting 
Hartford, Connecticut Skytop Inn, Pennsylvania 
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the 


chair 


Mrs. GANO SANTER 


r om C O £ n 1 Z "i S =ss=[==== By the Parliamentarian 





questions and answers 


The following questions received during the summer 
vacation show that interest in rules is not lagging even 
during the warm weather. 


Question: Our club had a very important motion be- 
fore it for consideration. The question was referred to a 
committee appointed by the President. The committee has 
failed to bring in any report, in fact, it has done nothing at 
all. We really want to take action on the motion. How can 
we get the motion out of committee? Answer: A motion 
should be made that the committee be discharged. This takes 
a two-thirds vote because it is in the nature of rescinding 
the action of referring to a committee, if adopted the motion 
is automatically returned to the assembly. 


Question: In our club we have a group that is most 
conservative and refuses to accept any innovations or pro- 
gressive ideas. This is most discouraging to younger mem- 
bers, with the result that they drop out. Can you suggest 
any way to overcome this? Answer: It is regrettable that 
increasing years sometimes affect us with an inclination to 
stagnate. This is true of club life too and the best remedy 
is to increase the membership to the extent that the pro- 
gressive members are in the majority. Many times the prob- 
lem can be solved by applied salesmanship. After all our 
members will accept ideas once they are convinced of the 
value of the project. I think you will find that much of your 
trouble may stem from an unfortunate approach to the sub- 
ject rather than an unwillingness to accept new ideas. Many 
propositions can be made acceptable by giving consideration 
to suggestions from the more conservative group. If each 
member feels that she has a part in her club, the coopera- 
tion will develop each individual and make a solid working 
group for all constructive projects. 


Question: We are to have a special meeting next week. 
Are the minutes of the last regular meeting read for ap- 
proval at the special meeting? Answer: No. 


Question: When are the minutes of the special meet- 
ing read for approval? Answer: At the next regular meet- 
ing, after the minutes of the previous regular meeting are 
read and approved. 

Question: At our last meeting a motion was made 
to adopt an amendment. Our by-laws require previous 
notice before amending. The President insisted on voting 
on the amendment regardless of the by-law requirement. 
What would be the effect if the vote had been favorable 
to adoption? Answer: The action would have been null 
and void. The reason for requiring previous notice is to 
protect the membership from hasty action or action by a 
temporary majority. It is unfortunate when any member 
attempts to override the law and when an officer does so 
she is violating the confidence of those who elected her, as 
well as the by-laws which she should uphold as a trust of 
office. 

Question: Our by-laws provide for a Parliamentarian 
as an officer. We have no one in our club who feels quali- 
fied and it is impossible to elect anyone to this office. What 
shall we do? Answer: Amend your by-laws by striking out 
the provision for a Parliamentarian. Since this office requires 
experience and ability, confusion may occur as well as dis- 
cord if the office can’t be filled efficiently. One should bear 
in mind, however, that the Parliamentarian does not rule, 
she gives opinions; the presiding officer rules. 


If club members would choose their officers because of 
ability rather than for personal reasons, we would soon find 
many clubs functioning agreeably and efficiently. Remem- 
ber, if you would be president, that it is LEADERSHIP, not 
BOSSISM, that is needed throughout the world today. Only 
in uncivilized or very backward countries has a benevolent 
despot ever contributed to the good of his people, and even 
when history records the good it is of a minimum of value. 
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eMobERN SECRETARIES no longer 
use old-fashioned phrases like the above 
. . . but they still are PROUD to use 
PANAMA-BEAVER Typewriter Ribbons 
on their most “extra particular” corre- 
spondence . . . even as did secretaries in 
Grandma's day. 


Since 1896, the finest executive letters have 
been made finer and more resultful through 
PANAMA-BEAVER expression. Such 
meticulously clean, sharp write . . . such 
consistently uniform impression . . . such 
gracious QUALITY-inference . . . could 
never be accidental! 


Ask your PANAMA-BEAVER man! 
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GRAY CHECKS WITH THE SECRETARY 


... continued from page nine 


—another attitude question, replies were 100% negative. 
Such comments as “The time saved has enabled me to work 
more closely with him” and “It has made us appreciate each 
other, because the work gets out neatly and twice as fast” 
were typical. 

In conclusion, the firm asked for other comments—and 
that could be a dangerous request. However, these com- 
ments were entirely favorable, including such remarks as 
“I wouldn't want to lose the Audograph,” and even “No 
office should be without one.” 

While Gray Manufacturing is, of course, very pleased 
with the comments on the Audograph by those who have 
been using it, they are most impressed by one point which 
runs through almost all of the replies. This is the idea that 
the Audograph lifts strain in a busy office, that relationships 
are more pleasant because pressure is lifted. This point 
which came up in many interviews is best summed up by 
the secretary who said, “Prior to the Audograph, my em- 
ployer was constantly irritated because he felt he never had 
time to dictate all he wanted to. He would get in the 
office extremely early, but still could not start his day until 
I arrived. Now his dictation is all prepared for me, which 
leaves him time to attend to all his other matters, and con- 
sequently his attitude has brightened each day.” 

Certainly most secretaries have faced such a problem 
—and would welcome such a solution. 








Arthur T. Salvatore, Deputy Mayor of the City of Trenton, Trenton, 
N. J., was elected ‘Boss of the Year” at the Trenton Chapter’s third 
annual “Boss Night” dinner. Miss Claire Silcox was thrilled to present 
the “Oscar’’ to her boss. 
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DUTIES AND RESPONSIBILITIES 
OF A 
PRIVATE SECRETARY 


from the executive's viewpoint 


By R. C. REED 


In commenting upon the duties and responsibilities of 
a private secretary, as observed from the executive's point 
of view, quite conceivably I may accept for granted that 
the secretary has acquired certain basic knowledge of routine 
clerical duties, and also that she has eminently qualified as 
a good stenographer. Since one of the important attributes 
of a good secretary is to be thoroughly familiar with her 
boss’s business, it is extremely valuable to have had the ex- 
perience of beginning with simple routine duties, acquiring 
knowledge and familiarity with the business, and steadily 
preparing for the time when there would be an opportunity 
to become a competent secretary. 


To those who aspire to become outstanding secretaries, 
there is an important lesson to be learned in the fact that 
first of all, there must be certain particular attributes which 
a secretary possesses, or she would still be a clerk or stenog- 
rapher. Having evidenced at least a potentiality for acquir- 
ing these desirable attributes, which the executive is expect- 
ing his secretary to possess, we might ask the question— 
Have they been attained? Also, have they been carefully 
developed still further and improved upon, or have some 
of them been neglected, being replaced perhaps by routine 
habits, and our common inclination to become self-satisfied 
with passable performance. It should be remembered that a 
secretary should still possess all the basic knowledge, skill 
and capacity of a very efficient stenographer, plus certain 
other characteristics. Therefore we shall begin with the 
assumption that our secretary has graduated with honor 
from the clerical or stenographic school of experience, and 
we expect her to retain the proficiency she has acquired 
there. 

Over the years of my experience, one attribute of a 


competent secretary stands out, which seems to be para- 
mount in importance. Before mentioning it, however, the 
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THE SECRETARY 


following qualifications were given most careful considera- 
tion as having been mentioned as important in efficient 
conduct of an office. As a preface, it should be stated that 
no two offices, organizations, or executives are identical. 
It therefore becomes the task of a good secretary to under- 
stand the special conditions in her office and adjust herself 
to them, realizing that infinite patience and tact will be re- 
quired not only during this adjustment period, but through- 
out her career as a competent secretary. 


One of the most frequently mentioned requirements is 
accuracy. Having reached a position of trust, the secretary 
should evidence the fact that implicit confidence may be 
placed in the work she is called upon to do. As a corollary, 
of course, honesty should be mentioned, since her trust- 
worthiness should be beyond question. The competent 
secretary should relieve her employer of all possible routine. 
The secretarial duties for which she is responsible should 
be performed with dispatch and thoroughness. Her ap- 
proach to her work should be on a professional plane, show- 
ing poise and confidence in her own ability. 


Many times a secretary will be called upon to assume 
entire charge of an office while her employer is away. The 
natural tendency to exercise authority must be curbed, and 
it must be kept in mind that she is more than ever in the 
position of reflecting her employer's attitudes to those with 
whom she does business during his absence. She truly 
stands as his representative, and should be both loyal and 
worthy of this trust. 


And now to mention the attribute which would appear 
to transcend the others in its importance. Because of its 
simplicity, I presume it is one that might be termed self- 
evident. After having carefully listed a great many of the 
qualifications expected of a good secretary, and after having 
consulted a number of others as to their opinions, all of 
which provides much stimulation towards better accomplish- 
ment, I am afraid that one attribute has not been given the 
importance which I would attach to it. The trait which I 
would like to direct your attention to is that of dependability. 
More than anything else, a boss must be able to depend ex- 
plicity upon his secretary, and much of his own success 
can be attributed to the manner in which his secretary 
relieves his mind of details, proceeds with the business of 
the day, and sees that the office runs smoothly and in an 
orderly way without distraction. 

Dependability is something which can not be donned 
as a cloak, to be worn only while on duty at the office. It 
goes much deeper into a person’s character—it might even 
be termed a way of life. Beginning with promptness and 
attendance regularly, which is just as easy to acquire as a 
habit as any other, dependability is extremely important. A 
most interesting discussion could be held in exploring how 
best to guarantee regularity of attendance—going back to 
good health, a relaxed mind, and wholesome recreational 
activities. 

Dependability also means accuracy in all matters from 
punctuation to appointments. Here again, would be a most 
interesting area to explore in later discussion. For example, 
it is ever so much better to not only be capable of trans- 
cribing reports accurately, but also to understand and learn 
the purpose of the report so as to detect any major dif- 
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ferences to which attention should be directed. 


The good secretary knows when to treat information 
she possesses as strictly confidential. She can be depended 
upon to tactfully protect her boss from less important 
interruptions, having checked first to make certain which 
they are. She will have her files so neatly and orderly ar- 
ranged as to be a valuable tool, available in an instant’s 
notice when needed. While a good memory is a real asset, 
the smart secretary has learned to make use of written mem- 
oranda and notes to record, positively, data to be remem- 
bered. An important part of a secretary's duties is to make 
sure that her work need not be followed up. 


Absolute dependability and reliability, to me, are the 
most valuable assets in a secretary. The person that can say 
that she has convinced her boss that he can always assume 
that any work he assigns is done, or if not done, informs 
him why she has not finished the required work, will de- 
serve the right to be considered a most satisfactory and 
successful secretary. 


Undoubtedly, many a successful executive owes more 
than he realizes to the intelligence and initiative of his secre- 
tary, who conceives of her work more than just a job. If we 
could look behind the name on the door, there would be 
found a capable secretary, planning the details, scheduling 
the appointments, and tactfully running the interference 
for the executive who is looked up to by business associates 
because he is outstandingly successful. 


While some executives have undoubtedly succeeded in 
spite of mediocre secretaries, it would be safe to say that 
no executive has ever lived up to his maximum possibility 
without the help and cooperation of a competent secretary 
in whom he could implicitly rely. 


I presume it is a fact that few executives realize all the 
ingredients that go into effective secretaryship. However, 
they are very conscious of the beneficial results accruing 
from having the services of a secretary who has conscien- 
tiously devoted her energies to developing her proficiency 
as a real assistant. It is indeed gratifying that groups get 
together to explore the possibilities of improving the pro- 
fession of secretary, for it has become an important profes- 
sion, and through forums, provides information, improved 
techniques, and suggestions which an executive might find 
useful to put in the hands of his own secretary, or which a 
secretary might acquire of her own initiative, and so enable 
her to rise above mere mediocrity. 


These few impressions I do hope will be helpful in 
stimulating even a greater interest in increasing the effec- 
tiveness with which you may serve your boss. I feel sure 
he will be most appreciative if you should decide never to 
be satisfied with present performance—efficient as it may be 
—but resolve to constantly seek to improve the manner in 
which you go about your daily tasks. You will then be truly 
worthy of holding the title of a professionally competent 
secretary. 

The above article is taken from a panel discussion which 
was held at a workshop at Penn State College. This speech 
was made by Mr. R. C. Reed of General Electric Corpora- 
tion. 
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Above is a picture of Michele Barron, the 10-month-old 
daughter of Mrs. Margaret Barron, a member of the Mt. 
Rushmore Chapter of Rapid City, South Dakota. That 
Chapter entered Michele in the annual Kiddie Parade spon- 
sored by the Cosmopolitan Club of Rapid City and the 
little gal won a prize. The float was made of red and gold 
paper, mounted on a small wagon. An old black rain um- 
brella, also decorated in red and gold and bearing the in- 
scription “Secretary of 1970” was mounted on the wagon. 
The picture was taken right after the parade and Michele 
was very tired—that’s a yawn and not a yell she’s making. 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East N.nth Street 
Olympia, Washington 


SOUTHWESTERN DISTRICT 
Mrs. GRACE GARRATT 
1334 East Street, Apt. 202 
San Bernardino, California 


DEEP WATER CHAPTER, Stockton, California, for its 
Christmas project, presented an electric sewing machine, 
console type, to the Educational Program of the Physically 
Handicapped Children. 

Christmas was made more real for thirty-one teen-age 
girls at the Youth Guidance Center when GOLDEN GATE 
CHAPTER, San Francisco, presented them with nylon 
sweaters in assorted pastel colors at a Christmas party 
which was given by the chapter for these girls. The Youth 
Guidance Center is a new idea being tried in San Francisco 
to take care of all Juvenile Court problems. Golden Gate 
Chapter selected as its welfare project the educational guid- 
ance and entertainment of these girls one night each week. 

SECRETARIAN CHAPTER, San Bernardino, Califor- 
nia, entertained at their annual Boss Night dinner in the 
Gold Room of the California Hotel, November 21, 1950. 

President Ruth Crause presided. Program consisted of 
music by a barbershop quartet and an interesting talk on 
“Communications” by Dr. Joseph Baccus of the University 
of Redlands. 





Our Northeastern Vice President, Mary Hagan Barrett, 
reported a most successful “WORKSHOP” held at the 
BEHREND CENTER, now used as a Center for Penn 
State College, with the ERIE CHAPTER acting as a 
sponsor on behalf of NSA. 


If the BLOSSOM VALLEY CHAPTER, San Jose, Cali- 
fornia, is looking for a good Corresponding Secretary, she 
is on her way from WHITE ROSE CHAPTER, York, 
Pennsylvania. Margaret Lau, is the name, and she has 
accepted a position with the Zellerbach Paper Company. 

TAWASI CHAPTER, Fort Wayne, Indiana, reports a 
recent speaking engagement of their President, Maryellen 
Smith, before the graduating class of their International 
Business College, on this subject. On February 14, the 
COLUMBUS CHAPTER will join forces with the Voca- 
tional Information Council at Ohio State University in 
bringing to Columbus, Dr. Irene Place, Acting Dean of the 
CPS Institute. Dr. Place will address the Council in the 
afternoon of that date, and will be guest speaker at the 
evening meeting of the COLUMBUS CHAPTER. All Ohio 
Chapters will be given the opportunity of sending a dele- 
gation to this meeting to hear what Dr. Place has to report 
on CPS—and the invitation is also extended to any mem- 
bers in Columbus on this date, as well as to any National 
Officer who may be able to attend. BUFFALO CHAPTER, 
seems to be the TOP group, where figures are concerned— 
either in “ways and means,” or attendance. Their second 
Carnival and Fashion Show boasts an attendance of 900, 
while they just installed a class of 25 new members. 


NORTHEASTERN DISTRICT 
Mrs. LEO HoRcHOW 
5 Long Street 
Columbus, Ohio 


NATIONAL COMMITTEE CHANGES 


PUBLIC RELATIONS: 
Nancy Wilson resigned as chairman of Public Relations 
Committee. Her successor will be announced. 


NSA HOME COMMITTEE: 
Miss Mary Kiefer, 6 Reed Apartments, Pocatello, Idaho, 
has been appointed to the National NSA Home Committee. 
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And no wonder! It makes typing easier, faster, better. 
Secretaries go for the finger-fitted, standard speed- 
slope keyboard—the 20 crystal clear carbon copies 
produced with one typing—the distinctive, uniform 
printwork in correspondence so pleasing to the “‘boss”’ 
—and that glorious “‘alive-at-five” feeling because 
electricity does the work! 





Room 2658, 315 Fourth Ave., New York 10, N. Y. 


Please send me FREE color brochure de- 
scribing the Remington Electri-conomy 
Typewriter. (RE 8353) 
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Address. 


City. Zone___ State. 





THE FIRST NAME IN TYPEWRITERS 








